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NEW WAR DEPARTMENT BUILDING
WASHINGTON 25, D.C.

17 December 1946

MEMORANDUM FOR DEPUTY DIRECTOR OF CENTRAL INTELLIGENCE FOR
OPERATIONS o

Subject: Organization and Flow Charts, Functions of
Subordinste Sectlons, WDCe.

In complience with verbal instruotions the following are
hereby submitteds

Tab At Funotions of Offices, Sections and Projects, WDCa
Tab B: Organization Chart,

Tab C3 Dooument Flow Chart, Japanese Documentss

Tab Dt Flow Chart, Accession Lists.

Teb E: Flow Chart, Summary, Translaetion, or Research 25X1
Report,
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1. Office of the Chief
Asst
8+ Responsible to Beputy Director fo Operations, CIG, for the
fulfillment of the Washimegton Document Genter mission, performing
functions listed below subject to CIG directives and policies.

b, Estanlishes policies and procedures necessary to carry out
mission.

Co Prescribes the organization and functions of subordinate offices,
projects, and sections.

d. Directs the assignment of personnel to subordinate offices,
projects and sections. -
Doc &7
[T ?

€. Estaplishes priorities for work undertaken by ®b8.

f+ Approves all sunmaries, translations and research projects prior
to publication,

. = . s
by o poise s ¢

ge Approves all distribution lists for Washington Document Center
e bli ti ig * aa - o ) ‘ %
publications The b flecoidnbion i © 16 deceind ol cons offldtatle

h. Responsible foEkaﬁgffxxﬂxmk@yﬂmwﬁtégﬁmxmrtaining~t0“thewWashington
Document GCenber, / .

Tt '

i. laintains contact with ATIS Document Section, G=2, Hq, SCAP for

the procurement of documents in Japan and Southern Korea.

2, Administration and Security Offics

8. Performs personnel administration for the Army, Navy and Civilian
components of the Weshington Document -Gentex B2 aal. .

be Mainteins such statistical records as are necessary to present a
clear picture of the personnel situation at all times,:

c. Assigns personnel to projects and sections in accordance with the
policies and decisions of Chief Wecstrinpton Document Genter S8t sacet

d. Studies proper utilization of ancillary personnel making pertinent
recommendations to Chief, Weshirsbon Docunent Cenber, Ai-eewnatn

€. Prepares studies of future personnel requirements.

fo Excercises supervision over all security matters, insuring
compliance with CIG regulations and recommending implementation of above
regulations to meet local requirements,

g. Publishes and maintains up to date Weehinsben Document Gember éi%mﬁ«uﬁk

security regulations.
h, MNaintains roster of duty personnel.

i. 1Insures distribution 1i §§ of Weshingbon Document Cermter publications
are in accordance with CIG and security policies,
RERSSU LS B T AR A
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j. Makes periodic inspection of organization to insure compliance
with security regulations,

. J‘IA/ o ; a‘ z"é} " 2 ;H,.,nd"@
k, Provides for supply and services.%%%h%~(f e ‘

1. Controls allocation and utilization of space assigned to the
Weshington Document Genter 5 «=wvebe-

m. Mainteins necessary liaison with administrative, supply and
services, and Security Cfficexsof ClG.

Frntonen. wfs,
n, Operates the Weshimgion Document Gember message center.
0., Maintains Central correspondence files.

3. Control Cffice

a. Receives all requests for translations, loan of documents, and
factual research projects.

b, Coordinates each request with Liaison Section to keep Liaison
personnel informed of each request and to enable Idaison Section to
engage in such further liaison as is indicated.

c. Upon'completion of necessery liaison, assigns action on each
request in accordance with policles and decisions of Chief, Weshlngion
Document GemterH waels

d. Allocates to and controls flow of work thru Projects, Editorial
and Publications Sections to fulfill each approved request,

e, lintains files of all requests and records of action taken,

f. Mointeins statistlcal progress records necessary for the
preparstion of progress reports.

g. Preperes progress reports for use of Chief Wesirkmeten Document
ﬁentar and such as are required by higher authority.

he Prepares distribution lists for all publieations in cooperation
with Idsison Section,

i. Meintains files of all Washingtoen Document»égﬁ%er Publications for
uge of Ilsison Personnel.

j. Routes incoming Intelligence publications to projects and sections
concerned,

Lo« Liaison Office , ) ,
Tow CHfior e “f Cﬁi}r‘%&cm«@mw <6
a. WMaintains close lisison with the Gembwel-Intelligenee Group and

.Intelligence agencles of the State, War and Navy Departments havin interest

in the Weshingbonr Document-Cenmbex. document collectionaw« Lﬂf&wq . F2 #2e
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b, Obtains ‘thry written or verbal briefings the intelligence
requirements of agencies served by Weshington Document Gerter g

c. Studies -problems involved in the distribution

of Weshirpton Document Cedder. nub%égatWOns 1%Dcooperation with the

Control Officezéﬂ?ﬁ?Wm o 934

d. Studies each request referred to the Lialson Sectlion by the
Control Office and effects such additional liaison as required.

8. Advises requesting agencles of s.tion teken on their requests
and keeps them advised of progress.

f. Briefs agencies served concerning capebilities, policies and
procedures of Meshinpton Document -Gerrter,

g. Briefs proper project and section personnel on intelligence
requirements of agenclies served,

h. Arranges for gonferences between document research personnel of
Heshdrsbon Document er and research personnel of other intelligence
agencles concerned in order to minimlze the effort reguired to meet
their information requirements.

5. Screening Section

é?r"
a. Receives and asslgn WEmhirgton Document Cembter numbers to all
incoming documents.
&3}*.\"
b. Sorts documents of Wesihrimgton Document Cemter interest on
project basia,

c. Sorts and consigns documents to storage and to Library of Congress.

d, With assistance from projects as required, preperes abstract slips
of 211 documents of Weshimeiton Document Ceﬁigr interest.

c. Forwards documents with abstract slips to Library Section
6., Idbrary Section

a, Maintains the Library of Foreign language documents on the Far
East ren, ired by Weshéwston Document Gﬁg%&t to fulfill its mission,

bs DMaintains files consisting of English publications req,ired
by document research persomnel and translators and complete files of
materials published by Allled Translator and Interpreter Section AFPAC,
Joint Intelligence Center Pacific Ccean Area, South East Asia Transletlon
and Interrogation Center, and the Sino Translator and Interrogation
Center,

c, laintains a document loan service,

Rilittagiil = ) G
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7. Projects A, B, C, D,

8. Summarizes documents pertaining to its assigned geographical area
except scientific and techmical documents.

b, Trenslates documents pertaining to its assigned geographical area
except scientific and technicel documents.

¢, Performs such factusl research projects as referred to it.

d. GChecks all summaries, translations and research reports to insure
equation of meaning between original documents and completed work.

6. Receives abstracts of documents pertaining to its assigned geographical
ares.

f. Maintains indexes of documents pertaining to its assigned area in
accordance with the Basic Intelligence Directive.

g. MNaintains card files of informetion to meet intelligence requlrements
of using agencies.

8, Project E

Perform seme functions as thoss assigned to Projects A, B, C, D,
however with respect only to Scientific and Technical documents.

9, Editorial Section
a, Sorts, edits, compiles abstracts slips for accession llsts.
-
b. Edits Westrington Document Cember summaries, translations and
research reports for publication to insure editorial correctness without

modification of meaning contained in original document.

10, Publication Section

a. Reproduces in pgoper form and g_santity the reports, translations,
accegsion lists and other projects deveioped by the Weshdresdon Document
Comter:; '

b, Perforns liaison with the Central Intelligence Group reproduction
facility for the purpose of obtaining any required outside reproduction
support.

¢, Advises Chief, Project and Section Chiefs and other control
personnel on publications problems.

e gy A TEENE
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RESTRICTED
Tlee g%:, A
ORGANIZATION GCHART WA*SWNGTON DOCUMENTS-GENTER | DECEMBER 1946
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OFFICE OFFICE OFFICE
Fi
SCREENING : EDITORIAL PUBLICATION LIBRARY
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WASHINGTON DOGCUMENT CENTER

wDC

RESTRICTED

DOCUMENT FLOW CHART

SOURCE

l

SCREENING

(PREPARATION OF
ABSTRACT SLIPS)

|

DECEMBER

STORAGE

(DOCUMENTS)

¥

wWDGC

(ABSTRACT SLIPS)

LIBRARY
OF
CONGRESS

v

SHELVES

!

LOAN

OUTSIDE
AGENCIES

WDC

INTERNAL SECTIONS FOR
SUMMARY, TRANSLATION OR
RESEARCH, AND PUBLICATION
OF COMPLETED WORK.
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Oﬁice Memomndz;m e UNITED STATES GOVERNMENT

3

TO  : Assistant Director for Office of Opsrations DATE: 16 December 1946
FROM : Advisor for Msnagement, ICAPS ‘

SUBJECT: Table of Organization, Washington Document Center L
’ LuUuU300

—

1. The attached memorandum from the WaMgcw::nt Center is
transmitted to you for your recommendations as to appropriate action
at this time to maintain the Document Center at operating efficiency.

2. Inasmuch as it is actually a going concern, it cannot be
given first priority in the development of its final organizational
structurs md personnel reqmirements., However, any emergency needs,
such as providing meane for hiring as civilians the military person-
nel who will terminste their active service in the reasonebly near
future cen be taken care of temporarily, pending later estaeblishment
of an aepproved organization.

3. Request that eny such emergency requirements be submitted
on a priority basis, indicating nemes of individuals, dates of ter-
mination of militery service, positions for which desired, indication
of relative importsnce of position within the organization, and -
recommended grade as & civilian,.

25X1

Colovv, GD

Incl., Memo dtd 4 Dec 46 ,
fr Deputy Head, WDC
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WAR DEPARTMENT
WAR DEPARTMENT GENERAL STAFF
MILITARY INTELLIGENCE DIVISION, G-2
WASHINGTON 25, D. C.

WASHINGTON DOCUMENT CENTER
Horner Building
14th & I Streets, NW,
Weshington, D.G,.

o300

4 December 1246

25X1 YEMORANDUM FOR ORE, CIG:

SUBJECT: Table of Orgenization, Washington Document Center.

ls In compliasnce with verbal instruotion s rscommended Tabls of
Organization for the Washington Document Center 1ls hereby submitted,

2« Inclosure #l is the detailed organization recommended. All
positions have been set up as Civil Service positions except for Army
and Nevy Liaison persomnel, Asterisks indicates control positions
ocoupied by Army and Favy Olficers al present, It is contemplated
that these poesitions wlill be ocoupied by present personnel until )
July 1947, :

Ze Inclosure #2 is & oonsolidation of the recommended detailed
table of organizetion and indicates positions filled by the[ | 25X1
militsry and Nevy personnel allotted to the Washington Document
Center, available civilian personnel including military end Navel
being converted to oivilien status and the personnel requirement to
brirg the organization up to recommended strengtha.

for the Head, WDC3:

25X1

Deputy Head, WPC
Inols

1, Tentative T0
2« Consolidated Tentetive TO
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TASEINGION DOCUMENT CENTER
Horner Bullding ~
14th & L Streets, W,
ﬂ‘ﬂhmﬂnl DJCs

4 December 19248

25X1 MEMORANDUM FOR COL. ORE, 0I6:

SUBJECTs Table of Organization, Washingbon Dooument Center.

ie In ocompliance with verbal instruction » recommended Tabls of
Organization for the Washington Document Center is hereby submitied.

2. Inclosure #) is the detailed orgenization recommended. All
positions hawve been set up as Civil Service positions except for Army
and Havy Liaisen persomnel. Asterisks indiocates control positions
occupied by Army end Navy (fficers ut present, It is contemplated
that these pesitions will he ogocupied by present personnel umtil 1
July 1947,

3. Inclosure 2 is & somsolidetion of the recommended detailed
table of organiszation and indicates positions filled by the[ | 25X
military and Eavy personnel allotted to the Washington Dooument
Center, avallable oivilien perscmnel inoluding military and Neval
being converted to olvilimn status and the personnel requirement to
bring the organization up to recommended strength.

For the Head, DU:

25X1

Deputy Hesd, WDC
Incls

1« Tentative TO
2« Conaolidatad Tentative 10
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(Sender will cire ification Top and Bottom) )37/

CENTRAL INTELLIGENCE GROUP
INTER-OFFICE ROUTING SLIP

(Revised 10 Sept 1948)

FROM

TO

INITIALS | DATE

DIRECTOR OF CENTRAL INTELLIGENCE

EXECUTIVE TO THE DIRECTOR

SECRETARY TO THE DIRECTOR

A//(’ EXECUTIVE OFFICE: ASST. EXECUTIVE DIRECTOR

ADVISORY COUNCIL

EXECUTIVE FOR PERSONNEL & ADMINISTRATION

CENTRAL RECORDS

SECRETARY, NIA

CHIEF, INTERDEPARTMENTAL STAFF

ASST. DIRECTOR, SEEgEe OPERATIO

ASST. DIRECTOR, RESEARCH & EVALUATION

ASST., DIRECTOR, COLLECTION & DISSEMINATION

CHIEF, SECURITY BRANCH

____ APPROVAL INFORMATION .

___ACTION RETURN Z

__ RECOMMENDATION PREPARATION OF REPLY
____SIGNATURE ANCURRENCE

DIRECT REPLY 25X1

/) COMMENT

FILE

25X1
DISPATCH

25X1
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